Approved For Reléase AROG@5124 : CIA-RDP70-00211R000900060001-4
N CURHDEN Y

it o
e

Chief, ‘anagement Staff

Chief, lecords Managemmt Staff

weekly Eeport = Wsek Ending 19 Jwme 1957

(1) Completed the Records Contrcl Sched.le for Cit. .
3Hgnificant fagta aye:

(S)Thsvaludﬁlhgaquipmtmordztobom
their recards is over £500,000,00

(b) Omly 1,5% of all CE recerds have permanent
value,

{(c) OR has in its pessession over 25% of all
Agengy records at Headquarters,
. @(}

(d) During the course of our survey, 2,568, of
inzoctive records were transferred to the
Records Center and over 300 cubiec feet were
destroyed,

(2) The lecords Center received 272 cuble feet of
imactive recards, and eliminated li0 cubic fest.

(3) S new and revised forms vere completed.

(L) ieviesada::d approved one requisition for filing

b, Igtangiile

(1) Hade arrangements with Supply Jdvision, OL, to
continue reviewing requisition for filing equipment,

(2) Explored use of Shelf Filing equipment in Supply
Uperations Pranch, 7L and determined that there
would be no space saving or other advantages,
- -in this partieylar instance; nroposed the contimuation
© of filing cabimets and sugrested a new floor plan
providing for centralized records operation,
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a, Heview of lecoris lonirol Schedule, Office of Persounel.

b, Review of Filing Equipment, Suggsstion Avards Haff,

c, Completion of leoords Contr~l Schedule, Office of
Comptzoller, %o provide for up-to-date statistics om
records holdings,

d. Use of Shelf Filing - Industrial legister,

e, Uss of J3wlf Filing ~ Blogruphic ‘egister

f. Use of Shelf Filing - Mfice of Seourity,

g« Installation of Filing System, 7SI,

éx. Twenty-ons raw and revised forrs in process.

3. As - (L

a. fgview of llecords Cemtrol Schedule, DOP

b, Heview of Vital Persommel Heoords,

c. Hecords Digposition Survey, Commercial Staff,
he Hews

a. Twenty-one repregentatives from the Agengy attended the
Interagency Hecords Conferense a$ the Rational Archives
to hexr H#r, John Dethmann, of the Ford Xotor Company,
Detroit, Mdchigan, speak on Records Management.

b, 2 members from this Stafl | | and 25X1
9 othes {rom elsewhere in the Agency completed the
third Institute sn Records ment, eonducted by

Amsrican University and the ‘ational ves,

25X1

25X1
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